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\. • \ This assessment of the conservation needs of the 

Fxartces £orrick Thomas Library begins with an examination of "the 
architectural an^ environmental peculiarities of the existing 
building, which is seen as a major obstacle to achieving an effective 
conservation ^program. Needs are identified and recommendations* for 
immediate ana intermediate action, as well as long term plans, are ' 
provided for the library building and library materials. Activities 
recommended for immediate act ion /require little or no funding, e.g 
* ni de ^ el °P^ ent of written guidelines for emergencies and disasters! 
Plans for intermediate action /focus on measures for conservation in 
/the Rare Book Room and Special Collection Archives. Upgrading of ' * 
^conditions 'in other library areas is recommended under long range 
^ >+i} 9 Plans. The discussion of library materials qoVers special 
collections, recent preventive conservation measures taken, a 'program 
fo,r replacing worn books, and the microfilming of medical theses and 
heavily. used books/ Library >staff and patrons are discussed in terms 
of training, in the proper care, of, books alid acquiring funding. Four 
appendices include a statement of aims arid goals; the library 
collect lon^development policyT library special collections policy,* 
and a proposal for -the- establishment, of a Friends of the Library 
organization. Thirteen -references are listed. (RBF) 
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J.n order to effectively assess the conservation, needs of the 
Frances Carrick Thomas Library it is first necessary to examine the 
architectural and environmental peculiarities of the existing* building. 
The building in^its current state p/ovides the greatest obstacle toward 
achieving an -effective conservation program. 

The library building was dedicated in 1954 having undergone an 
. erratic period of construction since 1947. Plans for the building were 
first cirawn up in 1920 and redone several times* before construction began. 
Prior t;o the dedication of the. library building, -.books we^e housed in 
rooms of various campus buildings. 

' J* " •. 1 

The building Is constructed of brick with poured concrete flooring. 
The peaked section of the roof is t±ti and the flat sections in the roQf 
wells are composed of tar and gravel. V^he building was designed with a 
.central core of- book stacks, of whs^cK there are four levels. The shelving 
on^he fourth level (Special; Collections/Archives) is free-standing and 
,the shelving on the* other three levels is the type that attaches from floor 
to-ceiling. s There are* three non-stack levels which function as reading* 
and reference rooms/ lounge areas and 4 Rare Book Room. 

; In the winter the building, is heated by both a steam line anrf a hot 
water line supplied by the campus plant. Heducets located on the ground 
floor regulate the amount of pressure. m A new steam line was installed 
last year but essentially it -is a 30-year old system. 

X ^exe.is no central air cpnditionin£ system, or provision for humi- 
dity control or air filtration. Three areas are cooled by window air condi« 



tioners during the hot summer months; the Rare Book Room, the Computer. 

Room and the technical processing area. 

I 

The lackT of a closed climate control system necessitates the windows 
being open six to seven months of the" year for ventilation- Not only does 
this allow for a^great deal of fluctuation in temperature, but it also 
hampers the Efforts to control the amount of sunlight entering the building. 
Although Lexington is npt a heavily industrial area with serious air polluti 
problems, the location of the library on a heavily travelled north-south 
artery through town exposes the materials to pollytants emitted from auto- { 
mobiles. , A final consideration in regard to the open windows is that there 
are no screens or storm windows fitted, allowing injects and birds to 
enter as they please. 

Six or seven years ago somfc insulation Va c s "blown into the attio ' • 

ceiling,, but 'an examination' of the building has not rSvealed insulation 
• ' / . * : * * « . - • 

in any other p areas. With- the exposed brick and poster construction* f * 

adding insulation to. the walls would be difficult, if not ipposs-ible. 

Lighting throughout the building with the exception of the: Rare Book * 
Room, the technical processing area, and several storage. rooms, is by 
fluorescent fixtures. All windows are fitted witft' veneti-ap blinds but -they 
are rarely drayn except in the Rare Book Root* and Special Collections \ 

Shelving throughout the library £s ^on metal .bookcases except in the 
Rare Book Room and the Reference Room. Gl&ss-fronted casds witti wooden 
shelves aire located* in the Rare Bpok Rood?. 'While the cases provide somQ 
protection from airborne dirt and pollutants, they rest tic t v the f re# flow * 

\ < 

of air which inhibits mold growth. Temperatures are higher inside the cases^ 



than in the rest of the room which increases tK5<cate of deterioration. 
The only controls against fiie'are fo^ur water fire extinguishers - 

I 

located outside stack areas on each main floor. Two fire exits are.lo- 

>, 

cated on the ground floor. There are no automatic fire detection 'or 
Suppression systems. Likewise, there is no- automatic electronic security • 

"\ f \ 

. system. Access to the library is limited to one, d6or secured by a dual- 
keyed dead bolt lock. All staff members plus numerous University personnel 
have Heys to the building. Within the library, access is limited to the 
Rare Book Room and Special Collections/Archives through a different d^ad 
bolt lock to which there are twb keys issi^ed, one to the librarian, in charge 
of Special Collections/Arthives* and the othfer to the Head Librarian. 
Windows on the ground floors, accessible from outside, have been, fitted 
with steel stops' which, prevent them from ^eiiig opened higher than four 
inches. This was done in. response to a series of amateur break- ins where 
the vandals yere after petty cash. * — - 

/ Housekeeping services are provided, by University personnel where 
minimal cleanir^g 'in public areas is done to keep up appearances, Exterior ^ 
maintenance is 0(f a reactive nature, never as a preventive measure* 
-Finally,' there ar<£ no written disaster plans to -deal with fires or floods.. 

There is ( a campus-wide tornado evacuation plan; .the ground floor of the . 
'^Library is one of the 'designated shelters. e 

Most of the above limitations inherent in the building have v been 



discussed and brought to the attention of the University administration over 

the past twenty-seven years, and' outlined in, the annual capital expendi- * , 

\ ' . ' ' \ * " 

ture plans. Lack of funds has always -been the reason given for not « 



makingimprovements: .Consequently, the conservation plan outlined below 
'•is a conservative- onej-tobe taken one step at a time and" built upon over 

^ ' ' ' ' J - 

the next' fifteen years. A fresh opportunity to educate top administra- 
give officials on tfre. necessity of conservation may present itself, over 
the next few months with'the. arrival of a new Dean of -the College on '' 
August 1, 1981 and with the upcoming selection of a new, "president "of the - 
University. • ' ^ ' ' ' . ^ - 

• * LIBRARY "BUILDING - IMMEDIATE ACTION . - 

- ' '. ' , ' . ' - ' 

Recommendations designated for immediate- action will be those\hat »• 

^ can 'be achieved with little or no- funding. The realities; of working within 
a University budget 'require that larg* capital expenditures be. approved •' 
and budgeted several >e'ars_ in advaivce 7 ' ' ' . 

,Dne very Important immediate- need is the formulation 'of written guide- 
lines for .emergencies and disasters. For the Lexington *area,^ "guidelines 
should be prepared. for t orr^do /wind _ damage, flood/water damage, and fire 
damage.. 'These- guidelines should.be formated yith the cooperation and 
input of the entire library staff, and-wh'en completed," distributed to all 
staff members, including student' assistants. The guidelines should take ' 
into account a total disaster with the^loss of accepted public utilities 
such as telephone, electricity; gas and water, ' . . . ' ■ 

. Much delay and'confusion in the aftermath of a disaster can be avoided 

v . 

with^prejntive measures 'and careful planning. , Of primary importance V 
to- ensure .that conditions do not exist' which will lead to accidents or 
human'error. The installation of adequate automatic "fire extinguishing' 



systems will prevent a fire from getting totally out of hand. Water 
t alerts will give early warning of y&ter or flooding present. Good house- 
keeping and maintenance programs will, prevent small problems from tu^^ng 
into major disasters. Security systems will Meter vandalism. 

• 4 * * 

In light of ( the fact that the Transylvania Library has none of the ' 

preventive equipment mentioned, it is especially important that disaster " 

plans be formulated, and the staff trained to react to such emergencies* 

•"Of high priority is the formulation of* a list of the most" valuable .and 

irreplaceable items in the bqok and manuscript collections. Providing \ 

officials^ a^low access to the building, or in case of early warning of an ' 

impending disaster, these materials would be removed first. A list of 

*>% * 
% * - ' 

materials needed in salvag^ operations should be prepared along with the 

names, addresses, and telephone numbers 'of firms which could supply them. 

The list should ^include, companies both' in and "outside of Lexington in case. 

the entire city is affected. . Lists of firms which could supply needed' 

services in the event r of a disaster, Such as refrigerate trucks and freezer 

lockers, plastic milk crates, etc. sho^l4 also be prepared. Agreements 

' * ** , 

with these companies s\ould be worked out well in advance so- that* both" 
■ 1 y 0 

sides know what to expecVshould their services be* required. Lists should 
be made of contact people m agencies, firms or conservation consortiums ' 
in case their expertise is needed ettvell. Finally, -a list should be ma.de 
of all staff members, their addresses and telephoqe r numbers. Duplicate 
copies should be made of all lists and be kept by several staff members 
in their homes in case the original lists are destroyed or lost. 

Each staff member should be trained as to their responsibility in 



case of a disaster, and a leader for the disaster recovery should be 
appointed. All staff membera should know the location ,of fire extinguish-' 
ers and should be familiar with 'their operation. They should -know how * < 
to cut off water and electricity, and who to .contact for first aid. Again, 
. this must be done before a disaster strikes. In m6st libraries the card- 

< » 

catalog' is the most important record of what is owned by the library. 
While- not portable, this is an important area^ to save. Since the Transyl- 
vania Library is a member of SOLINET and shares the OCLg data base, an 
archive tape of holdings input since 1978 is available from SOLINET in 
Atlanta, Georgia. While this.archive tape does not'document all holdings, ' 
a partial recorded .outside the library building would be of some help. 
* Following a disaster, salvage operations must begin'. The previously 

identified hi-gUriorltV items.must be removed and- the^ir condition temp'o- - 
rarily stabilized. Contacts identified™ the prepared lists must be Jtl- 
fiedlfor •supplies, or advice, or to be told to expect a' shipment. Electri- 
cians, plumbers and carpenters from the campus Physical Plant may need to 
be called to the scene. Staff members and volunteers must be- organized 
and their efforts coordinated;. ' . * 

% The final phase following a; disaster is Jet of restoration. It 

may be decided to discard some little-use^ materials of -dubious value. * ' 
k Other material may be, able to\e repaired in-house ; at .little Expense. 
Books and. periodicals still imprint or available on microform could ' be ' ' 
' replaced rather than T>e .restored. Those items that are unique and irre- 
placeable merit professional restoration.' If salvage operations. have- 
been handled correctly, these-materials will be stabilised sb that time 



can be taken to make informed and proper decisions as to their restora- 
tion needs and techniques available. 

^ Other immediate actions to be taken involve a measure of staff 
education and cooperation. Maintenance crews need to be made aware of 
the importance of keeping the gutters,' drains and .downspouts clean and 

r 

unobstructed. Large flat areas on the roof make this especially impera- 
tive. Coupled with this Is a large pigeon population: whfch should be . . 
eliminated by the use of a pigeon repellent. Not only do these birds ' 
carry insects and disease themselves, but they frequently build their 
-nests^in the gutters and downspouts and prevent free drainage of water. 
Another area of concern is the ground floor level where there is a 
crawl space housing numerous pipes. for the heat system. The crawl space 
and pipes need to be sealed off to prevent insects and rodents from enter- 
ing the building,- and a program of routine spraying for insects should be 
initiatefl . 

* , The library staff must work with the housekeeping staff in explain- , 
ing the importance, of "dusting "the books . and book stacks throughout the 
building. The appointed conservation officer should. see that tne staff 
member in charge of housekeeping makes periodic checks to see that the 
t -cleaning is being accomplished satisf tfctoriiy. The -conservation officer 

should educate .the library and. housekeeping staff, including student assis- 
' Ants, in the .necessity of keeping blinds drawn as- much as possible to 
prevent damage, by ultraviolet energy. Emphasis ahduldjbe g^iven to keeping 
th JgjJ linds com P letel y d "wn when the library is closed. . 

The placement of temperature and relative humidity indicators ^through- 



out the building will be useful in assessing precise' conditions. The '," 
temperature and humidity should be monitored and recorded several times' • * 
a day. .As this te cord is kept' over several months and , the damaging, 
fluctuations recorded, the data can be' used to document the need for 
temperature and humidity control. 'Likewise nitrous oxide test, strips ' 
should be placed in all rooms and their condition n6ted-daily. 

Three additional measures which should be ins€f¥uted immediately 
are painting all interior walls' of the library white, ' purchasing screens ' 
and storm windows for all windows, and the installation of smoke detectors 
throughout the building. While screens and storm windows are a major ' 
capital expense, the need for them has been recogniEed by the Board of 
Trustees and has been discussed in past years and therefore would stand 
a better chance for approval than other major expense -items. Painting 
the walls with a white paint containing titanium dioxide will absorb 
some ultraviolet radiation. Smoke detectors will provide/ an early warning 
of fire, protecting both personnel and library materials. ' 

^ Many of the conservation measures outlined above would be applied" to 
Special Collections /Archives. This area, as the repository of the most 
unique and .valuable books and documents in the collection, should be singled 
out for special attention. This area" more than any other in the building . 
is overlit by fluorescent fixtures. Although ail the' lights are rarely 
turned on at one time, the immediate purchase of ultraviolet absorbing 
plastic sleeves would cut down enormously on the amount of ultraviolet 
energy emitted. Half of the fixtures should be disconnected. so as to. 
reduce lighting levels. 
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Utilizing student help available during the School year, Special 
, ^ Collections/Archives should begin a continuous program of intensive.' 
cleaning. Books should be removed from the shelves qne section at a 
time, the shelves vacuumed and scrjibie^wltlTa solution containing 
formalin. At the same time, the adjacent floors, walls and ceiling 
can be similarly cleaned* As the books are .replaced on tfie shelves, 
each volume should be gently vacuumed to remove grit and dust. 

' " * f 

* ' LIBRARY BUILDING^. INTERMEDIATE ACT TON ' ' . 

C ■ i . 

• Intermediate action conservation plans "will emphasize measures 
to be applied to the Rare Book Room and Special Collect ions /Archives . 
Before t;he environment in" Special Collections/Archives can be "effectively* 
regulated a modification must be made to the room. As mentioned in the 
outline of the present building,/ the stack core consists of four, levels 
serviced by an interior staircase. The stairs continue up to Special 
Collections, the fourth level. Access' is blocked at the third level-by 
. an iron gate secured. by a dual-keyed dead bolt. The 'interior "stairwell * 
serves to funnel heat and humidity from the lower floors to* the fourth 
^floor. This stairwell must be blocked off before climatic control, can 
be achieved. % 

Once the stairwell is sealed off, the area can be air ' conditioned ' 
. along with the provision .f or suitable humidity control. The addition of 
an air filtration system utilizing activated carbon filters would be Idea?. 
Specific recommendations as to the types of equipment suitable for retro- 
fitting this area should be made following consultation with an air condi- 



tioning supplier. * H * 

The Rare Book .Room is self-contained but the doors and windows should 
be sealed tightly for effective climate -control. At pfesent the area la ' 

■ cooled by tvp inferior window air conditioners. These units are currently / 
being evaluated for possible replacement. A humidif ier/dehumidif ier. shoufa 
be purchased to alltfw for the maintenance of a 50% +/- 5% relative humidity.- 
Ideally this area should also have air filtration through" activated - ; 

^carbon' filters. . ' s 

Another step to be taken in both Special Collections/Archives and 

the- Rare Book Room would be the purchase of Solar-Screen Mylar sun shades 

for all windows. These shades, combined with the Venetian blinds, 'should 

pfovide adequate protection from. damaging ultraviolet energy. " V , 

- As mentioned in the building profile, the, library has a tin roof. 

~\ ' • < _< 

In order tb insure, against' rust, resulting in leaks, a program of frequent " 

painting is necessary. An examination of the^roof has revealed^ some rust ' ' 
whicl>. indicates the roof should/ be repainted within the next two years/ 
This is especially important since the Rare Book Room and' Special .Collections/ 
Archives are on^the top floor and would be the first, areas to' suffer' should 
a leak develop. Several "Water Alert" sensing alarSTwired to the 'campus . ' v 
security office should be placed- in the Rare Book Room and SpeciaY*Collections/ 
Archives to give early ^warning should a leak develop . '.*".' ' '• 

Also needed in the Rare Book ttoom 'and Special Collections/Archives 1 
is the installation of a ha^on gas fire extinguishing 'system, and a custbm-" 
designed professionally installed security alarm system. Botfi of. these' 
systems should be wired ttf the campus security office and to the ftre.and 
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police stations respectively. 

\ 

Plans for intermediate action strongly emphasized the Rare Book Room 
arid Special Collections/Archives.' Realizing that funds for upgrading the 
entire building would nqt be available Within five years, preparing optimal 
conditions for the areas which ho^se the most valuable books aifo manuscripts 
and the University archives, seems the best course of action. 
- ■ Improvements, to the rest of the building should not be ignored, and 
one reconpendation would be the purchase of ultraviolet filtering sleeves 
for the fluorescent fixtures throughout the rest of the building. To 
further cut down on light intensity, the fixtures in the stacks could be 
fitted with switches with timed shut-off s. This will also save electri- 
city and help to cool the stack areas. \ 

The Audio-Visual storage room, situated on the ground floor, Requires 
a dehumidifier in order to control' the amount of moisture present. "Water 
Alert" sensing alarms should be purchased and p^ced throughout the ground 
floor level ^since it is an area that has flooded in. past years. The alarms 
.should be connected to the campus security office. 

\ LIBRARY BUILDING -'I^NG RANGE ACTION * 1 ' ) 

• - _ • 

Long, range conservation measures will emphasize upgrading condi- 
tions in those areas of the building aside from the Rare Book Room and 
Special Collections/Archives. -An important goal wpiuld be the installa- 
tion of a closed system which would provide air-conditioning, humidity 
" control and air filtration for the entire building. Because of the in- 

.tricacies involved in retrofitting an older building with such a system, 

. \ ■ ■ 11 / 
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this would be carefully designed following ^onsultation with appropriate 
.experts. To carry the increased electrical load, modifications would • 

> 

have to be made to the present wiring systems. 

A fire extinguishing system is another must, and since a halon gas 
system for. the entire library would be prohibitively expensive, a dry pipe 
sprinkler system should be adequate to protect the circulating collection. 
Finally, since a closed air conditioning systemswould eliminate the need 
for open windows, solar film should be applied to all remaining windows • 
in the library. ' • 

LIBRARY MATERIALS 

^ The circulating, reference and. periodical collections adhere to . 
the guidelines expresVed^iji the library 'ajfii and goals statement (See 
Appendix A) and the Collection Development Policy (See Appendix B). 
These materials are intended for 'classroom support and research in an i 
undergraduate setting. No 1 attempt is made to develop a major' research 
•collection. The majority of books and periodicals have been purchased' ' 
since the library building was dedicated in 1954. Due to the storage 
conditions outlined above, many of the materials are now beginning' to 
show signs of deterioration. Furthermore, over the years many books 
and periodicals have been improperly mended using pressure sensitive tape 

1 

and improper~adhesivesr„-Prloirto 1977 all paperbacks purchased were 
sent to a commercial bindery before entering circulation, .and many heavily 
used periodicals were likewise bound. Since then, paperbacks are replaced,' 
if and wheS necessary, rather than bound. Selected periodicals axe bound 
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in-house using the Brodart' Thermivit Binding System. - ' 

" % . • - * • • ' * * 

• - Microforms comprise a very small part of the collection, being limited 

' to the New York Times from 1952 to the present and occasional back issues / 

r ' /: • 

of periodicals purchased retrospectively. The library houses and circulates 

»air audio-visual hardware for the campus community. £his hardware consists 

4 

of 16mm film, projectors, carousel sli^e projectors, tape recorders, record 
players, overhead; and -opaque projectors, ■ screens, a t.v. wit;h a" video camera 
and fwo videodassette recorders. No preventive conservation measures have 
• -ever been applied' to the general circulating collection. 

Special Collect ions/ArcEl^es and the Rare Book Room house the written 
and printed "treasures" of .the University . The Rare Book Room houses a 
collection of medical books which date from the late l400 f s -to 1800; cdmplete 
collections tof the fifcst editiorfs of Charles Datwin /Thomas Huxley and 
Alfred R. Wallace, and some rare Kentucky history items. The Special 
Collections./Archives area houses Transylvania's early medical library, the 
early general, "academic" Jibra^Cbo^th.pr^ 1860), a collection of 1,800 
handwritten medical theses required~of the medical students (1820-1850), 
the J. Winston Coleman Kentuckiana Collection (books, pamphlets and photo-' 
graphs), and books which have been removed from the* circulating collection 
\*over the years due to their scarcity and uniqueness. Highlights of the 
manuscript collection are the papers of Henry Clay, Jefferson Davis and 
Cou&tantine Rafinesque. The archival record .of the University is also 
^housed in this area with documents from the chartering of the University 
1780 up to.the present day. The University Archives also contain a ' 
large' numb et of photographs. (For additional information see the Special 
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Collections Policy/ Appendix C). * . * 

Within the past three years some preventive conservation measuiyBS 
have been initiated on materials in Special Collections'/Archives; For 
the first time the University archives were categorized and organized 
and at this .time the documents were placed in acid-free folders, and the 
folders placed within acid-free Hollinger boxes. A collection of glass 
^ negatives dating from the early 1900 T s were transferred to acid-free 
envelopes and placed in acid-free storage boxes. This summer a prbgram 
was begun involving the early medical treses. These unique manuscripts 
ar^ of great interest to scholars researching" the history of medical 
education, and they also reflect xuany of the medical beliefs of the eariy 
to foid-1800 f s. Copies of the theses are frequently requested by people 
who have learned that one of their ancestors received, a medical degree 
from Transylyania. In the late 1800 f s tlvgse theses, of varying sizes, ' 
were*bound i^to^ volumes arranged f^year. Over the years these bindings 
have deteriorated badly, making use o* the theses dangerous. There is 
evidence of ac^id deterioration caused by the ink used, and .damage can be 
noted on the^bp and fore-edges of the theses where the .paper has been 
exposed to light, dirfc and pollution. ^The *th^es are being. removed from 
the decayed bindings and transferred to acid-free folders. A sheet of 
acid-free tissue is being placed between each leaf. The t^ses are stored 
in acid-free document boxesj arranged alphabetically author. 

Another project initiated this summer ^Ls the cleaning, deacidifica- 
tion and encapsulation of the Jefferson Davis .letters. An aqueous sqlu- 
is being used, prepared with club soda and magnesium hydroxide. 
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Professional restoration has been employed to return to original 

condition ap 'eleven volume leather-bound set, the Transylvan ia Journal ^of 

» * - „ *. " r ? * 

Medicine . Spines were replacedi the original boards, reattached, resewing 

was done where necessary, and new headboards were supplied. The work was 
done by a local, binder,, Lucy Crump, 

% 

i 

' LIBRARY MATERIALS - IMMEDIATE ACTION 

s * 

Although it is tempting to direct the majority 'of conservation 
efforts toward Special Collect ions /Archives, measures affecting the 
circulating collection should not be overlooked and in many cases are * 
less expensive to initiate. . Archival quality* mending supplies should be 
purchased and a staff member/ instructed in their correct use (A further 

» 

discussion of this will\take place in the Patrons and Staff section). 
Bo&k pockets and cards mide of acid-free paper should be purchased for 
hew books added to the library's collection. Cloth-covered books with 
important intellectual content should be sprayed with acrylic resin prior 
to being placed in circulation. This will protect the binding and inhibit 

thVld growth. • ^ 

> ■ » 

^ 1 In Special Collection's and Archives, book boxes can be constructed' 
for fragile items until funds are available for complete restoration. A 
program for cleaning and oiling all leather-bound volumes should be started 
and repeated at two-year intervals. Two lists of items needing restoration 
should be prepared; one for problems that can be handled in-house, and the 
other for books and documents requiring professional attention. A schedule 
for- sending these out periodically should be adhered to as part of an 

' "A 



annual* expense. \ 
To keep the archives up to date, a regular program' of clipping both 
Lexington newspapers and the Louisville Courier-Journal for articles about 
Transylvania has been carried out for many years. Due to the fact that 

newsprint deteriorates rapidly, a program to-deacidify these clippings ' 

......... . • t • i 

before filing should be started immediately. - *.' , ' 

• LIBRARY MATERIALS - INTERMEDIATE ACTION 

^ For the circulating collection a careful assessjptnt needs to be 
# made of the condition of the heavily used books. If circulation figures ' 
. justify replacement, an annual program for purchasing worn out titles . 
should be started. Particular attention Should be directed towards 
those increasing number of titles available "only in paper. For titles 
no longer in print, either reprints or microforms could be purchased /or 
photocopies made on quality acid-free paper. Consideration should also 
S be given to purchasing the little-used scholarly periodicals in microform 
^ rather than hard copy. Besides allowing for a longer lifetime, microform 
would take up less space and cut down on mutilation and theft. • 

s * / 

It is anticipated that the projects mentioned t above that were started 
in-Special Collections/Archives this summer 'will take a year to complete/ 
soothe next projects outlined for this area will fall into the .intermediate 
category. Photographs, and negatives in both the Transylvania and the J. 
Winston -Coleman collections 'have only been roughly ' sorted. A more refined 
arrangement will be made on the next sorting, and at the same time, they 
should be placed in individual acid-free envelopes. Deacidif ication of 
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documents that test "acid" should be continued with the Henry Clay and : 
Rafinesque papers receiving highest priority. Manuscripts in particularly 
poor condition, or those that^ are frequently handled, should be encapsu- 
lated at the same time. 

^ Further attention should be directed to the medical .theses since 
the action presently\being taken is meant to temporarily stabilize their 
condition. Of primary\mportance would be to microfilm all. of the theses 
so that the originals would.no longer have to*, be 'handled. The purchase 
of a microfilm' reader-printer would allow convenient and easy reproduction 
for persons desiring copies. Although it would b^n enormous task due 
to their. number- (each thesis averaging 20 pages in length)", each thesis 
should be cleaned "and deacidif ied as well. This project would probably 
stretch into the long range category, given staff limitations. - 

LIBRARY MATERIALS - LONG RANGE ACTION * 

% * 

-, 1 V 

A long range plan which should be applied to books destined either 
for Special Collections/Archives or the general collection would be routine 
fumigation, particularly for. donated materials. The cooperative use of a" 
fumigator could benefit several institutions. Transylvania is a passive 
collector as far as rare books and Special Collections are concerned and 
virtually all additions are the result of gifts. 1 Microfilming should be 
stressed for all' frequently used 'documents, ^sp^cially those that are * 
somewhat fragile. Finally *a stepped-up program for' having fine bindings 
professionally' restored should be instituted.^ the time long range 
goals in regard to materials have been achieved, climate control should *' " 



be a reality. There would be little point in spending large amounts of. 

' money on professional .restoration of bindings, only to. place these books 
in an uncontrolled environment. 

So far, preventive and restorative conservation measures have been 
discussed in regard^ to the building arid the materials. .Steps have been i 
outlined in three phases: immediate, intermediate arid long range. This' 
breakdown will be disregarded in discus sing, the final', phase of actions, ( 
those involving the library staff and patrons. Actions 'involving the 

^patrons and staff will instead "be considered in terms of immediate con- 
servation education, which will be continued and refreshed over the years. 

LIBRARY STAFF & PATRONS 



t 



3 



At. present the staff consists of four professional librarians, one 

of whom is the -Head Librarian- and one the University Archivist and Curator 

of Special Collections. There are- two 'library technicians, one library 

secretary/receptionist and one part-time evening assistant. When school 

is in session the staff is supplemented by approximately 23 work-study 

students who service the circulation desk, shelve books and do many of the 

clerical tasks. Most .of the students work from 6 to 12 hours per week. 

Out of the 23, four are assigned to work in Special Collections/Archives. 

, Patrons of the library are drawn from the campus community. Students 

comprise the largest group, then faculty, and. finally administrative staff. 

Although individuals in the Lexington community are permitted" to Use the 
* t 

library, only a small number do on a regular basis. Special Collections/ 
Archives serves the greatest amount of non-campus users, drawing from both 
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the community and throughout the country. Many' patrons of Special Collections/ 
Archives are serviced through correspondence. 

Of ^immediate need is staff education in regard to* the proper care, 
handling^a'nd shelving of .books. Security is another, major point which- 
must" be emphasized in the- conservation education program. The library staff ' 
should receive education in the conservation of library materials and the 
care and handling of books. Because the library staff members handle books * 
and documents so. frequently, they tend to be careless to the point -of abuse. 
The annual orientation held for work-study students would provide -an ex-, 
cellent opportunity to instruct the student assistants, in the care^and, 
handling of library materials. At this time -instruction in the uje-of fire 
extinguishers will be given: and their locations pointed out. A profession- 
ally prepared film or sound-slide presentation can be° used to explain the . ' 
basic concepts of library conservation, • and the film should be elaborated . 
upon by the conservation officer, We film should be one tha-t illustrates ' 
how one identifies brittle books knd the importance of withdrawing them • 
from circulation. . Particular instructions will be . given ' to' those students 
who attend the circulation desk. An area of Shelving at the circulation desk 

i - t 

will be provided for these books, and the circulation ^Librarian should ■ 
check the accumulations weekly. Once the books. are identified, decisions, 
.can be made as to replacement, microfilming and photocopying^ disposal. 
This presentation would be repeated annually and preventive conservation 
measures should be reem^hasiz'&*as the need arises-. 

One student assistant should be appointed for. mending books and ' * , 
.periodicals. Tfiis Individual should be given explicit instructions 4 in- the '", 
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correct mending techniques by the conservation officer;' antf the work closely ^ 
mqnitored. 'Archival quality mending suppa.ie SN are< to be purchased. ' • 

Another area in which instruction is needed \s tha.t of Interiibrary, _ 

Loan. During the past few years Interljfcrary Loan Requests have .grown 

.*' * . * ' > 

__ej3oritousLy' and many books are mailed weekly. Both the librarian. in charge. 

of Interlibrary Loan* and the Student, who assists, in this area should be 

given instruction in proper book packaging techniques.'. 'They should also - ' 

learn to quickly identify those materials' which should not be madle'd^due 

to their condition. 'Borrowing libraries should be-given specific instruc- 

tions as to the preferred packaging of book materials for their. .retufn.* 

The consumption of food, drink and .cigarettes should be restricted. • 

to the ground floor lounge. At present, only smoking >is restricted to that? 

area. A Large, sigh should be prepared o and placed -above the copy machine. 

.addressing the use \f excessive pressure' placed 'orv^the spines of .books ' / 

when photocopying. ; Since .the copy machine -is -in clear view 'of t"he circula- * ■ 

tion desk, ,-student^who work at the desk should be aleifted to watch for^ 

patrons mishandling books while copying, .Pofters could be located in several * 

'.- * . ^ t 

areas within the library bearing short instructions 1 on the ^rpper "care and 
handling of materials. ' * ' ' • ° 

Restrictions on the use of Special^Collections/Archives were created 
several years ago by a former curator. 'Modifications to" 'the policy should 
be made,' especially to prohibit smoking and to^nerltute hand washing be- 
fore handling materials. (See Special Collections^ Policy, Appendix C) A 

one-page sheet listing these" f6stric tions should be prepared and handed. 

<* « 
to each patron of Special Collections/Archives.' * '. 
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* Those student, assistants who" art assigned to Sffl^al tibllections/ ' 
Archives will receive general, instructions % on the J care and' handling of 
bookstand manuscripts -during .theigr orientatipn, but this^should be en- 
larged upon by a tlve Archivist for those 'hanHlirtg rare materials. All 
student assistants will 'be required to wash their hands as they repott 3 
'to work, and no food, drink ot smoking wiil be allowed. '« ^ „ 

Many conservation projects which were* outlined for 'Special Collections/ 

... . _ t . , . , ' * ■* ^ • * 

Archives In the section on materials are* labor intensive. Student ass is- ■ 

tant support averaged 8 to "10 hours per week v but iince the library's main 

* l • ' ° ** 

-objective is to serve the University- community, these students are some- 

times' needed to work at the circulation desk, help with audio-visual equip- 

ment,^ette» and are therefore relieved from duty in Special Collections/ ' 

Archives • Two ways of obtaining additional supjJbrt staff for Special Col- 

lections/ArcAves could be in the recruitment of a volunteer(s) and the 

utilization of a library science s'tud^tT seeking an internship- in library 

conservation.' This type of arrangement could have- very positive benefits 

for both parties, but careful- matching of needs- and abilities is" imperative. 

Very specific instructions and close supervision, by the curator is also a 

^ • s ' 

must. Preferably these individuals could be -fciven a fairly lengthy project 

to work on f^om beginning to end so progress and 'a sense of accomplishment 

could be achieved by both the library and the volunteer worker( s ). 

Securing adequate funding for ^ll^one wishes to accomplish in a ^ 

conservation .program is always a problem, but it is particularly difficult 

.in a situation .where conservation needs denote a long history of neglect. 

In a case such as Transylvania, where many books and manuscripts have been • 
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owned for almost 200 years, and have seemed to survive, trustees and ad- ' 
' mlnistrators prefer to assume they will continue to survive, particularly ' 
if they are not handled often., 

A major step in acquiring funding in such a situation .will first of 
all.be *n the- area of education. " While the entire campus community needs 
to be made aware of conservation problems, it is of particular importance 
to educate the trustees fend key administrators since they control funding. 
Particular emphasis needs to be given to the fact- that books continue to 
deteriorate even if they_'£re ^ver-hanoWd, 1 and that books printed after ' 
1870 are potentially in much p^xrer condition than* works printed earlier. 
.The majority of books, and manuscripts in Transylvania's Special Collections 
date before I860, so superficially the paper appears to be surviving well', 
ajthough'most bindings are in poor condition. Education of the top admini- 
strators might enable the library to .'have a better opportunity towards"" 
achieving their, conservation goals which involve major modifications to \* 
the building. Each year before the budget is" finalized, requests -for 
capital expenditures are submitted. Those deemed essential are' fundedf. 
The library must compete with other areas of the campus for these funds. • - 
A prioritized list of improvements needed in the building has been sub-* 
mitted'in the past, but 'rarely has the library achieved any of its goals. . 
Education must strive to convince the administration that capital expendi- 
tures such as climate control, proper lighting, and air filtration will / 
do the most to protect the collections/ both old and new. Unfortunately, 
these capital expense items will be thef oost difficult to achieve in times 
of- tightened budgets. 



One way to give added emphasis to the severity pf the problem would 
be to undertake a careful and detailed appraisal of the/collection in'its • 

^ current state. Using the appraised value, dt can be projected how much . 

^less the collection will be worth in 50 years if deterioration is allowed 
to continue unchecked. Differences in value between the identical titles-' ' 
^excellent condition and those in poor condition* vary as much as^ne 
hundred percent. . . 

A closer look needs to be taken by both library.and University admini-_^ 
aerators into how other institutions of a similar size and budget suppoft 
library conservation programs. One idea which is now in the planning stage 
is the institution of a "Friends' of the Library" program. Fronds groups 
are very active* in libraries of similar size and their support can both 
supplement shrinking , budgets and provide personnel for laoorious, time- 
consuming tasks. The establishment of a library endowment fund is often 

> 

undertaken by Friends groups and income generated by an endowment could be 
applied to the conservation .program, Dues are the o main 'source of income 
for most Friends groupsyb*t they, also receive gifts in cash from memorial 
donations, money from special fund drives, or hold auctions of du P Mc*ate-or> -J«l 
discarded books. Alt of these -sources of income cou$ be used- for rentjva-' 
tion to the building, for the purchase of conservation equipment, 0 r for 

« * A i 

the endowment fund. m i v * 

One of the most important roles of Friends groups is making the com- 
munity more aware of the needs of the library. Once this has. been accomplished 
fund raising becomes easier! «The community must be convinced that- supporting 
the library with money and gifts is a worthwhile and rewarding proposition. 
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Individuals who attefld meetings and read the 'Friends' bulletin or newsletter / ' 

are better informed of the library's needs ^nd are more likely to include 

the library in bequests . ( \ , • • \ ' 

Support for the Friends should be drWn from faculty, alumni, communf-, 
ty and professional people, civic leaders,' book cdlle'ctors and dealers', and, 

students. Although students -usuafly cannot bake large financial contribu-v 

, , . • '\ ' ■ ' ■- 

tions, they could contribute- time and labor for special projects. It Is 

Important to develop anoint erest in support W Friends early on, and nur- 
ture <them over the years. t . \ < , ' ^ 4 

Most Friends groups have a newsletter or other type of publication * 
in which Items needing restoration could be listed as "gift opportunities." 
Individuals could be solicited to "sponsor" the restoration of important • ' 
books and manuscript's. Much of the success of Friends groups is dependent 
upon the enthusiasm and suppqjrt they receive from the library staff, parti- 
cularly the individual who serves as liaison. i& 

Besides Friends groups, other organizations* can "be involved in sup- • 

*' 

porting projects which have a bearing on their interests. For instance, 
the Kentucky Chapter of ^'Children of.the Confederacy has donated funds * 
for the preservation of the Jefferson Davis manuscripts.' piey in' turn, " • 
have interested their parent national organization, the Daughters of the 
Confederacy in adding to this suppprt. Part of their donations have been 
used to purchase acid-free„ folders -and dbcument boxes, deacidif icat^&n 
supplies, .and materials for encapsulation of the Jefferson Davis manuscripts. ? 



"These-norganizations, or perhaps -indlvftluals within :he organizations, should 
now be involved in supporting the professional restoration of some badly"'. 
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damaged manuscripts ♦ * ~" 

With Transylvania f s rich background in early medical education, the 

i 

support of state and local medical societies^would be another possibility 
in terms of financial support. The majority of titles in Special Collections/ 
Archives are mejdical, and these .are supplemented by the medical theses 
collection and the Hor'ine Collection in the Rare Book Room. Support for 
microfilming the these could be sought from the group as a Vhole, or 
individuals within these organizations might be interested in donating 
, money .toward restoration of individual items. An effort should be made 
to closely match the book or document with the proposed donor's interests 
and budget. Items restored through the donation of a particular individual * 
could be identified with an acid-free book plate, either slipped into a 
book, or placed on the folder containing the restored document. 

Individuals who^plan to donate .materials to t'he library, either large 
collections or individual items, should be made aware of the conservation 
needs and plans of theJLibrary. Most individuals leave books and manuscripts 
to a University so that they can be made available "forever." Once they 
are e#cated as to conservation needs -they mayHecome amenable to supporting* 
one or more conservation. goals particularly if it will affect the items 
they are donating. ' fc 

Within the past several years the library has achieved a "restricted" 
budget line into which are placed donations such as those of the Children 
of the Confederacy, and income generated by sales of duplicate Special Col- 
lections books, etc.' Conservation supplies *re already being purchased 
from this account but the income from this account should be invested, and 

* * ' 4 * 
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the dividends used to purchase relatively small ticket items such as 
ultraviolet filtering sleeves, solar screen window film, ^microfilm 
reader-printer, etc. . * 

( There are way^ individuals can be encouraged to make deferred gifts ' 
that will benefit the library's programs without depriving themselves 
of current income. In addition to a direct bequest in their will, there 
are meth6ds which will allow individuals to receive current income and a 
current income tax deduction. Examples of such are a pooled inpome fund, 
a charitable remainder uni-trust, or a charitable remainder' annuity trust. 
Individuals wishing to provide library programs with a, continuing source • 
of income could set up endowment trusts. All programs of this nature would 
be coordinated with the Vic^President for Development. Otlce again, it 
is a matter of- educating this^of f ice 'in the importance of conservation 
measures and the library's goals in this area. ^ 

With the advent of networking, most libr*arians have become aware of 
the enormous benefits of the cooperative approach. Cataloging, interlibrary 

loan and acquisitions have become streamlined, and resources shared. Simi- 
* lar benefits can be achieved in the area of#conservation, but' the paftici- . - 

pants should not be limited. to libraries. Museums, historical associations 

and societies, archives and recor^ centers share very similar needs and . 

problems. 

When a group of institutions in a given geographical area form a 
. consortium, the skills of workers and the expense of sophisticated equip- 
. ment can be -shared by all, thereby reducing the cost of restoration consid- " 
; erably. For a small institution such as Transylvania, the expense of 
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sophisticated equipment prohibits its purchase and furthermore would not 

a » 

be cost effective given the amount of use it would receive. By joining ' 
such a consortium if one were. available, Transylvania could have access 
to such equipment as fumigators, humidifying vaults arid Barrow laminators, 
thereby reducing the cost of setting up its own conservation laboratory. 
In addition to providing equipment, the cooperative could provide training 
for Transylvania's personnel, guidance in disaster planning, and should a 
disaster strike, guidance in the recovery and salvage operations. 

Another way of securing funding for conservation programs is through 
grants. Five to ten years ago grants would have been a more viable option 
than they appear to be' today,' given the current social and economic climate. 
More and more grants appear to be of the 'matching variety and usually half 
: of the capital needed must be provided by the applying institution, -Transyl- 
vania has. a Grants Coordinator who not only looks for suitable grants but 
works with the division invojLved in writing both the initial inquiries and 
the proposals themselves. In the past year both the Kentucky Humanities 
Council and.* the 'American Philosophical sfojety were approached for grants 
to microfilm the medical theses without success, and a grant offered by 
the National Endowment for the Humanities for conservation was investigated, 
but not pursued since the matching amount could,riot be met. Still, grants 

cannot be discounted entirely and a close watch should be 1 kept on pro- 
i - ' £ 

fessional literature. for possibilities.. 

• ' . j . ; j - 

The preparation of a- conservation plan for the Transylvania Library ' 

has been the first s,tep in the prevention of further deterioration. In 



order to prevent- deterioration, which' is part of the librarian's -responsi- 
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bility along with the processing and access, a careful assessment of one's 
own conditions and needs must be made. Much deterioration can be Eliminated 
by managerial actions taken by the Library staff such as insisting on good 
housekeeping practices and a proper environment for the books and manuscript; 

The' preparation of this conservation program for the Transylvania 
Library has heightened the awareness of the entire staff toward this 
enormous problem. t The^ next step must be to generate a similar awareness 
among the Board of Trustees, key administrators and vocal faculty members. 
The library staff must become much more aggressive in pursuing the~conser^ 
vation goals, particularly those involving the library environment. ^Climate 
control, air filtration, proper lighting and good housekeeping practices 
must be achieved so as k,o perpetuate Transylvania's cultural heritage. 
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AIM 



GOALS 



. Transj' lvania University 1 
.Frances Cnrriek' Ttiomas Library 

\ STATEMENT OF AIM AMD GOAT.S . 

The aim -of the Frances Carri'pk Thongs Library is to teach ' 
- the students of Transylvania t0 utllls- successfully the 
assembled record, of civilization and tfi develop and main- 
tain a supporting collection of. materials to be used .by the - 
faculty in preparing courses and by students in fulfilline ' 
the requirements of tho.se courses. The -Library also seel-s ' 
to gather, preserve and prprccie the archival record of the. 
University and historical materials related to the role of 
the University in the 7 history of the Commonwealth. • 

The Library will establish, maintain ard review a set of ^explicitly stated 
?^ive^si d t y ? tlVe8 WhiCh - refl - t contribution to and LolveLnf^ 

t * 

- Sr^n^"-! 1 C ° lle f ™ terlals "P to ^ optkmum collection level in 

SSSSlS cSI/m' K aimS ' - Ul11 bG ' a criterion for the 

circulating collection but not for' archival materials. ' ' s 

The Library will provide initial and continuing experiences for all , fU( i,r t « 
and will maintain a vigorous program of instruction in courses/in ajfareas! 

I^nT' Staff ? 11 J be ° f 3 Si2e adar < uatc t0 out its sra*- C d ^ 

■ Lvi to ' iTt ™a organized in such a -,ny as to maximize im^vSnt 
and to utilize each member's abilities to the fullest. vci.n.nc 

^ 6 a ^ b w ry WiU aChieVe 3 budget ^ce^ary to carry out its stated ain~ " 

SteSa lund^nr'ln^ ^ ±tS bud£et *^ to tnf UniveSitv, 

external funding will also be sought where feasible'. . * . 

• ^^^rary will provide a reference- collection for the identification W 
evaluation of sources. Information- on the 'library's holding andlhe^ 
whereabouts, will be readily available. An' interlibrary loan service Ill- 
locate and retrieve items not held by <he library. -rv.ee will 

' ^allf a'Sa^Ive^^r 56 ' *" * J" 1 "* wlth C ^ Ce in a » a "^t- 

It win ! environment. It will accommodate a range * f study styles 

vatSn^M^M te maintain pr ° per environmental controls and preser- 
vation activities to protect its resources: preser 

^L^ a o y admini f ration will provide full- documentation of" policies and '■ 
Revised, April 1979 , * * 
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> COLLECTION DEVELOPMENT POLICY— - ■ 

FRANCES CARRICK THOMAS LIBRARY 1 ' * »' * 

The Frances Carrie* Thorns Library is defeated to teaching the 
* students of .Transylvania University how to utilize' *. assembled record 
of civilization. The Collection. j)evelopment Policy is designed .to aid 
in building a collection of materials for t|e students to use in . '/ 
fulfilling course requirements^" for the facult/to use in preparing ' ' 
courses and participating in university activities, and for admin- , 
istrative- personnel to use in the effective performance of, their duties* 

.In accordance with the above" aim, the library will plan to acquire 
all of those materials needed to support the teaching programs of the 
university. Rare, books/manuscripts, and archival materials will be 
acquired in accordance with the separate policy statement prepared 
for this das* of material. As a necessary, part of a liberal . education, 
publications^related to general education and of current interest will 

• be acquired" as funds permit. ' ^ v 

The format of materials purchased will include, .but'are not 
limited -to ononograp^s, sets, newspapers, journals another Serial ' ' 
^ publications, maps, pamphlets^ music, phoWeprWtions, microforms, 

• and all forms of audio-visual materials. All' purchases' made with- - 
library funds are to become part bf the library collection.' 

Lost or- mutilated copies^ which, support the teaching programs' - ' 
of the university will be-r^iaced with funds from the*app TO priate 
. division's allocation; Reference books elearjy falling withi V the\ 
curriculum of a particular division will likewise be charged to * 
. that divisioni Divisions may share the expense of titles which" fall" 
into two or ^re divisions' categories when -mutually agreeable. 
The- "General" category will be reserved for those materials which ' 
are not narrowly specialized and >danot fall within- divisional lines. 



Materials for the library staff ' to" use in the performance of their • 
duties will 'be charged to.-the library allocation. ' 

Pamphlets and reprints of journal articles, which are often ephemeral 
in nature, will be cataloged and added to the collection after a 
. consultation between the faculty member^and the. appropriate divisional 
librarian. Standing orders > ingoing orders which insure automatic 
receipt of "annuals, monographic sefie^etc., will likewise be 
charged to the divisional -allocation', Standing "orders^ and the 
out-oflprint order file will be reviewed annually to assure the titles 
* are still desired. Special materials which relate to Transylvania' s 
historical background, and the university's relationship to the com- 
munity arid state will be acquired, preserved,, and made' accessible; ■ 
. ' The professional librarians on the library staff work with 

one or more divisions in coordinating requests. Each librarian will 

* > 
develop the collection within^the assigned divisioh(s) ; serve as 

reference pr resource personnel; and serve as liaison between the' , . 

library and the faculty of the appropriate divisions. It is' the re- \ 

sponsibility of the librarians to «seer that the- collections a whole 

is -developed with objectivity, 'and consistency. . 

Jtn order/to maintain a collection relevant to the user com- • 

< * » * * 

mttnity withdrawal "of materials no longer "pertinent to the curriculum 
is necessary. Judging a library collection by. percentage of growth •* 
alone can cause a distorted vievcjf the quality of the collection. 
Failure to discard obsolete items -while collecting new ones leads 
to a diminution .of the quality of the collection, as well*' as leading ' 
to chronic storage problems. Superseded editions/ and surplus copies 1 
of works no longer needed for supplementary class use should be 

■ • • ; , c 
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v among the first 'items . considered for withdrawal. Titles which have not 
circulated at least once l n the last ten years will be carefully 
reviewed. In' all cases usefulness in regard to the curriculum will be 
of - primary consideration. Decisis to withdraw materials will be ' 
'made dn. consultation with facul^ members in the academic division " 
concerned, and planned .fcjiajr^uie will always be taken into" account. ' 

■ development guidelines have\een prepared for materials pertinent 
to each division. For each divisional category the following ^nforma-' 
tion is given in accordance with the guidelines for collection develop- 
ment -policies developed by the Collection Development Committee of 
the Resources Section, Resources and Technical Services Division, 
American .Library 'Assoc^ati-oL ' . . 

1) Level of collecting intensity codes to indicate 
a) existing strength of collection 

• . b) actual current level of collection activity • 

1 3) .Chronological periods collected'' 
W Geographical areas- collected" "'^^""^C 

gF9rms^f materials collected (or excluded) 

for r SLfield°l SeleCt ° r Vdth primary select i°n responsibility 

The levels of collecting. intensity codes are defined as follows: ' < 

*• ♦ 

A. Comprehensive level. A collection in which a library 

endeavors, so, far as is treasonably possible, to 
include all -significant torks of recorded knowledge 
(publications, manuscripts> other forms), in all 

• - a P£ licable la ngu*ges, for a necessarily defined 

an« limited field. This level of collecting in- 
tensity is that which, maintains a "special col- * . 
lection the aim, if not the achievement, is 
exhaustiveness. 

B. Research level. A collection which 'includes the major 
source materials required for dissertations and 
independent research, including materials con- 
taining research reporting, new findings-/ scienti- " 

• fic exj>erinental results, and other information 

useful to researchers.^ It also includes all 

n? p i , ^ s ^-.F ef ! ren ?- e works, and a wide selection 
of specialized monographs, asj?e£*~Ss~~a very 



extensive . collection of journals and mdjor 
indexing antl abstracting services in the field, 
* C^Study level # A collection which is adequate 
to support undergraduate o^ graduate course 
work, or sustained independent study; that is, 

' - # which is^ adequate to maintain knowledge of 

a subject required for limited'or general- 
, ized 'purposes, of less than research inten- 
sity. It includes a wide range of basic mono- 
graphs, complete collections of the works of 
more important writers, selections from the 
works of secondary writers, a^scq^ection of 
representative, journals, and therei^rence 
tools and f\inda^ntal^bibliographica:l 
apparatus pertaining tcT'the^subject. 
* ' D. Basic level. A highly selective^cdlieotion which 
serves to* introduce and define the s^fect^ * 
and to indicate the varieties of informa- 
tion available elsewhere. It includes 

\ * major dictionaries and encyclopedias, se^- 

leered editions of important works, 

• ~ ^historical surveys, important bibliographies, 

and a- few major periodicals in the field. 
E. Minimal leve}. A subject area which is out 
of scope- for the library 1 s collections, 
\ and in which few selections are made be- 
yond' very basic reference tools. ^ 



• 1 ! * v ^ 

Collection Development Committee, Resour^^sect35n7Reso^ces 
and Technical Services Division, America^ Library Association, "Guide- 
lines for thfc formulation* of Collection Development policies ff > Library 
Resources and Technical Services 21 (winter 1977): M*-l*5., v 
2 ■ \ ' 4 • _ 
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*s SPECIAL COLLECTIONS POLICY 



The Special Collections Department has as 3 Emission the gather!^; 

Preservation and promotion of the uie.pf "the archival record of the 

university, as wen as the integration of the Special Collections" 

'into the active life of the university as it purines its missidns 

< » » j. " " - % ' 

in educational and developmental programs. The Special Collections 



will he developed in accordance with the policies of the library and 
utilized in accordance with the ACRL "Joint Statement on Access to 
Organized Materials" statement. 



To accomplish that mission the Special Collections Department recognizes 
the following goals : I 

■"iL 0 ^? ^ main S ain > explicitly stated sit of policies governing 
.^the development, preservation, security and ule of the cblleftionsj 



"Ihe^oVo^d^fe ' , 

'"aJlow^'if ^ iSS r?^ 1 ^ pr0Vide «4 rohMental Protection and ' 
allow for the preservatipn and security of materials in the collections j 

--.tojprovide access to the material's for users' in an attractive, secure 
and comfortable environment; j wwwuw ' secure 

"1^n^ h £ C ° Ue ? i0nS 111 "l^ted-areaf through a program of " 
girt solicitation and purchase; \ > \ ^ 

-to publicize the resources of the collection through cataloging of * 
./l^'^S*^^^ Publications,, exhifi?! and ' 

In pursuing object iv^to^eet jfche stated go als, the foLlWng policies 
will serve as guidelines. 



\ 
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Special Collections Pblicy—2 . 

t V N 

t ' 

. SECURITY - f " . 1 

Security of the collections is defined a^both security of materials 
. from theft, damage and fire, ■ as well as preservation from the deleterious 
*• effects of age and environment. s The security of materials under' the 

* responsibility of|*he Curator of Special Collections will-be the 
determining factor underlying Special Collections policy atTd use. * 

* There will be three keys issued, to the Special Collections area: one 

- ^ each to the library Directory. Curator of Special Collections and the 

Assistant Archivist. <No ||vid&s wiXL be allowed in the Special 
Collections area unless silpefv^d bvl.ohe of these responsible 
personsf The Special Collect^|rl|\ili . be staffed during all 
posted hours. Appendix A lists g&delines and procedures for the 
use^Special Collections. Supervisors of users are expected to 
be familidr^with and to* enforce' the^e guidelines. 

! t 

^ i * 

USE OF THE COLLECTIONS 6 \ J ' ' „ '; 

< 

The Special Collections arei^Llable to be used by the.students/ faculty^ 
and staff of Tfihsylva^ia. Users from outside the. university community 
are we^c^me, but. first' pr.fority' must be given universityrrelated use. ' 
While free access to information is import&it, the first priority of 
the department is the", preservation' of old, often fragile and sometimes - 
"Unique Materials. Materials will not be made available or used without 
' direct supervision by trained staff. Special Collections materials do 

- not emulate and 'are not to be used outside of the Special Collections 

«ea. 'Under special circumstances exceptions may be made at the 1 

* * \ ' 
discretion ! of the Curator. * ' ' 



Special Collections Policy— 3. 
COLLECTION DEVELOPMENT ' * 



The Special Collections Department will seek budgetary support for? 
collection development in. specialized areas related to existing Imajor 
collections and pursuant to general . library collection development- : 
policy. At .the sam<tiime it is recognized that the department must 
rely principally upon the generosity of donors for major gifts . So 
-that this generosity may be channeled into relevant. acquisition of 
special holdings, the general library gift policy will be followed. 
Copies of the gift' policy will be provided prospective donors. : 

The Special Collections Department will not perform evaluations of 
books, artifacts or collections for tax purposes. In some circumstances, 
rough estimates may be given as a service, but these will be informal 
estimates and not legally valid or binding. The department will 
refer donors and patrons seeking evaluations to qualified and dis- ' 
interested, third parties fof their professional services. 



ERIC 



\ ' 

Periodic financial appraisal of the collections will take place for 
the purpose of determining the current value of the ^ol^ection. 

' PRESERVATION 

The preservation of the Special Collections ' is the primary mission of ' 
the department. Funding and facilities for* an ongoing program of materials 
preservation will' be' established and procedures will be initiated and 
integrated with other technical processes. 
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PHOTOCOPYING 

The use of the copying mac: 
legislation. The Curator 
the condition of materials 
stance will patrons be allowe 
for photographic or microf 
the Curator. 




object to v current "copyright 
fetant Archivist 'will decide whether 
i photocopjdjig.-;TJnder no circjbi- 



si 



copying themselves. Requests 
materials will be directed td^ 

\ 




Items to be photographical^r reproved- will be delivered to a local 



studio. The Curator or another representative from the library will 
retrieve them vhen the Job is 'done. The client will pay for the work 
and pick up his copies at the studio. The client will* always be j 
asked 'beforehand if the library can be permitted to retain negatives 
of the work being copied. \ . 



CLOTURE 



Patrons wishing to use archival or manuscript materials relating to still- 
liVto* persons or considered tp^.be of a sensitive nature to the institution 
will be required to obtain permission in writing from the source of the, 
materials or the legal representative thereof . . A copy of that permission 
*U1 be kept on file in the Special Collections Department. When accept- . 
ing donations of personal pape^ manuscript or archival materials, 
written guidelines regarding, use restrictions will be obtained from thV 
donors. * ~~ 
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.' . Special Collections Pollcy~5.- 

INTERLIfiRARY LOAN ' 

Special Collections materials do not circulate ana ordinarily will 
not be considered for ILL*. ■ When possible, copies of materials up to 
20 pages will be provided free of charge, to the requestor as a service 
. of the department.. Amounts over 20 pages will be charged at the, current 
price per page. Decisions to comply with- original materials to ILL ' 
requests will be made at the ' discretion of -the Curator. . * 

i 

ftTOLIC RELATIONS AND UNIVERSITY DEVELOPMENT 



The Special Collections Department is the most visible facet of the 
library to -outsiders.. In addition, as repository ^ the university 
archives, the- department -can play a key role in the developmental • 
activities of the institution. W Special Collections Department 
vill cooperate, in every*way with requests for materials and services 
to aid the university administration in this Action.- The Farris 
Hare Bpofeteom will be available for professional, social and/or | * 
developmental functions. Every effort will be made to respond 
.courteously and promptly to requests for information from any 
azures* * 
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t Special CoUections Policj>r--6 . ' 

• ' • i 

APPENDIX ^-GUIDELINES FOR USE OP SPECIAL COLLECTIONS 



£ SSrttoT d * ta4 near th<! mterials - i ' encils »* w »ai 

% is JSeSa? Sr^d'V^ 6 * Aerials. While Poking 

^^SuSi?e er S^ e LS! roa8are Mqtt ^ ed £ move 

6. Patrons will be shown how to handle materials with a Minimum ** " 
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PROPOSAL- FOR A FRIENDS OF THE TRANSYLVANIA UNIVERSITY LIB RARY 

• ORGANIZATION . ~~ 



INTRODUCTION 

A recent figure* estimates the number of "Friends of the Library" 
organizations in this country to be in .excess of 1,700. This vehicle 
for public support of the libraries is to be found broadly among both 
public ant] private institutions; and is now generally used among 
museums as well. Transylvania has had Friends of the Lib ra*y organize 
tions in the past, but does not currently enjoy the.bencfits of such 
an organization. As a facet of the university's development actlvit'je 
for the bicentennial celebration, the establishment of a "Friends" 
organization can provide a continuing base of partial support for 
the, university library. It is* now proposed that steps bfe taken tt>*/ 
establish & Friends*of the Library organization for the Trnnsylvarfea 
University Library. . *" 

s 

While the term "ASSOCIATES" reems to enjoy favor as a name for 
such organizations, the existence of an Associates group at the iihg 
Library, University of Kentucky, argues against*the use of this term 
for the organization proposed. The term "Friends" suggests, however, 
a more intimate and informal group, less concerned with management' 
and more with altruism. 4t is suggested, therefore, that the name 
"Friends of the Transylvania University Library" 'be used. 

• PURPOSES. . . . . ' 

The purpose of a Friends' organization should be to build a fairly 
substantial membership groul of people interested in bpoks, reading and 
the information ,iroce»»-t?no wish to benefit fron/a close association 



with a dynamic college library in terms of giving and receiving. Irr 
"giving" terms, this would involve a nominal fee; and such other sup- 
port as the individual might find it possible and rewarding, to give 
"in support of the library's mission. \ There should be a, stated policy 
that any funds originating with the friends organization should be/ 
used' solely for library development, though the gifts remain gifts 
to the university. 

FRIENDS ACTIVITIES 

i 

Friends organizations develop their programs in different ways. 
The Transylvania organization could build its program around such 
activities as: ( 

' Annual meetings with a speaker. Could be late afternoon • 
with, refreshments; or could be a dinner, wh\Lch would be 
by paid dir.ner ticket, and "no-host" or hosted cocktails. 

Special meetings and/or presentations during t&e year on 
occasion of the opening of special exhibitions or avail- 
. ability of particularly distinguished speakers. Invito- ' 
tions to university-wide events. ° ' x 

,A communications vehicle, such as a periodical pamphlet 
or newsletter, concentrating on brief articles or notes 
% of special interest or appeal to members. Should not be* * . 
-too scholarly r5 . but rather informal, friendly and engaging. 

Spknsprship of book and information-related contests or 
» programs among members and/or .students. " . 

• * Kid to library in special acquisitions of facilities or 

• program support. Encouragement of -endowment, memorial 
• gifts in lieu of f lowerss • * 

\ t- ' . BOARD OF DIRECTORS AND OFFICERS 

. There, will be a Board sof Directors of twelve members, scrying a 

three year term "with the possibility of . succeeding 1 themselves. 'The 

initial Board would be comprised of four* (4) , members to serve one year, 

four (4) to serve for two years, and' four (4) to serve three years; 

thereafter all terms to be' thr6e years. " ' • 
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The Board would elect a Chairperson, a V^c^hairperson (Program 
Chair) /a^d a Secretary-Treasurer, who would be a member of (he library 
staff and who would provide secretarial and fiscal (bookkeeping and 
; accounting) assistance. / 

An Executive Committee would consist of five members— the three 
officers and two other Board members. ' 

. It would be to the best interests of the Friends if this group' 
consisted of persons actively interested in.libraries, fields of "special 
informational or bibliographic Interest, .as„well as individuals who 
could be helpful in membership drives and fund raising. 

The Executive Committee nay organize a membership con-mittee, a 
pcblicity committee* and other c^ttees that it decerns necessary t> 
carry out its missic;. effectively. ' The chairpersons "of such committees 
will' be selected from the* Board membership but othe7members of the 
committees should be selected from the membership at large. 

MEMBERS 

if m ' 

It is the object of the Friends of the Transylvania University 

• - ■ j * 

Library to obtain as members, a broad spectrum of interested individuals- 
and organizations. Alumni, students and faculty/staff, obviously, but 
in addition, interested parties regardless of Transylvania connection: 
A ftriends group would also appeal to and welcome^those'people whose 
6nly interest is belonging to >a group which 'includes tHe name of 
Transylvania. There are no restrictions .for Aershiprpther than a * " 
willingness ,tb pay the membership fee. Of course Jthe real' contribu- 
tion to Transylvania will come fronPthe small co-terie of* interested - 
Friends-wh^ take pride in participating in the growth^nd develop*** ' 



of a library associated with a prestigious institution with a reputa- 
* tioh for tne highest standards of quality in the education it provides 



Y 

V <. J/ ^ 



*its students. 



• It would 6e appropriate to generate initial membership by placing 
articles in campus news outlets, as well as through announcements -in * 
.local and state press outlets, public radio and television \ -and public 
service spots or donated commercial time on commercial television. 
For potential members a descriptive brochure in the form of a member- 
ship application should be prepared". Friends stationery and membership 
cards should be designed and prepared. By selective mailingand other 
means of distribution -the brochure could be placed itv the hands 
potential members. 
< 



potential meml 

MEMBERSHIP CATEGORIES 



any ol 

*4f 



The following, membership structure's recommended for the Friends 
of the Trangylvanla; University Library: 

Stu dent: Freshman , $ • 1.00 ' ' ** 

• 'V' V .'-i J *' S T °P homo ^ e •* " 4 _ 2.QP • 

"S .7 • • i^WtV . 3.00 . 

"'i ]+ "v Seni ^ D - , . .4.00 ' - -.\ 

. . Sustaining" • *• - 1G 6. 00 

Sponsor \ V . \» * 6 500.00 ^ 

Patron or„ Corporate' \ • / ; " 1000. 00 V- 
^ Benefactor (Life M^ >f 6 y 2500.0^(or '5 ye*^ as Sponsor)' 

The Board of Directors, 'on ^ecoi^dation pf "tft. Executive Wt tee 
could confer on very special occas Wan>rforary Life Membership. Signi- 
ficant donors of the_past -could 'be named; as^' initial members orWa,.: ") 
separate "category of "Benefacto>Wij:u S » JiftU basis of their signif i- 
cant contributions, \ \ // : 
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SUGGESTED BY-LAWS 

* ■ / 

FRIENDS .OF THE TRANSYLVANIA UNIVERSITY- fTBRARY 

...... — — ' . 

Articl e IT Name N 

Section I. The name of this organization shall be FRIENDS OF THE 
TRANSYLVANIA UNIVERSITY LIBRARY . 

* Article II Purp ort 

Section I. The purpose of this Denization shall be; 

a) to encourage understanding and appreciation of the 

work of the Transylvania Ur.iveUity Library and its 

role in the educational mission of the university. 

~Tn-n?ol>™vfce of ' the-llbrary- 

may bacome acquainted and 'share their enthusiasm for 

I / \ 

book^ learning, and the transmission of information 
and :caculcd 2 e through a variety of mcdi 3 . 
c) . to attract heqiests and gifts''^ hook? manuscripts, " 
r money, technology and media consistent with the- library's 
collecting and operational interest in addition to or 
beyond the /library budget. ' ' $ ' 

Art4cUe III, HeiBb ejghjg 



_ ^ Section I. Henkr^ip shall be open to allY'dividuals in sympathy 
_ _with these purpose^ an* to representatives of organizations «nd clubs , 
_- when such representation is •desired,. ' i 

_ > Section II. ^ Each membership shall be entitled to one vote. -/ , 
• Section III^. Membership is for the .calendar year. 
Section IV. There shall be the^ollowing cLasscTof membership: 
Student, Friend, Sustaining, Patron, Corporate, Benefactor (Life).* 



y 
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" "Article IV Meetings 
\ Section I. There shall be an annual meeting for the election of~~ 
officers end the transaction of other business at a time and/place .to 
be' determined by the Executive Committee. * . 

Article V Board -of Directors ' X ' - 

and Executive Commit tee v \ * • 

• Section I. A Boa^d of Directors comprised of twelve (12) meters 
will be elected by a majority of those preso ld voting the ann ual 
meeting to serve for a term of three yesrs/ Members of the Board m ? .y 
succeed thaniselves. 1 

Section II. The officers -of this organization shall be a 
_ chalrperscr) 
and a Secretary-Treasurer, who shall be the Director of the Transylvania 
• Universit^brarycf a designated agent of : tha Director, these to bo 
elected annually by *:he Board of 'Directors. ' » . * 

Section III., There shall also ? be an Executive Committee which 
shall consist of the officers and two JddlttonaJ members from Che 
Board, elected annually by the Board, of Directors. 

' • ' Article VI Duties of O fficers 
, t and Executive Commit toe - ~ 

Section I. The Chairperson shall preside at all meetings, appoint 
•all standing committees and" carry on any other duties ejected with the, 
office.' x ) 

* 

.Section. II. The Vice-Chairperson shall assist 'the Chairperson^ and 
in case of absence, shaj.1 perform the duties of Chairperson, The Vice- 
Chairperson shall chair the Program Committee end be responsible for 
■arranging the annual and other meetings. ^* ' y 

*) Section III. The Secretary-Treasurer shall: A ' • * 

> 

a) record- the attendance at a?l meetings and the minutes % ' 

of the proceedings of all meqtings, , # r 



/ 
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b) keep a list of the membership and shall notify the 

member's of the- time and place of meetings, 
, c) collect all contributions. 
Section IV - 1116 Executive Committee shall manage the affairs of 
the Friends between annual meetings. It shall fill, by appointment, 
"> any vacancies occuring in any office in the Executive Committee to 
finish the unexpired term. - 

Seccion y^~^-^dJ4^i^j^ annual meeting the Board shall meet 
to conduct its effairi on such oc^JiSS^and'at such tines as the Board ^ 
iti-2lf may direct. • *~ ' 

Arc i.e.! e VII Membershi p f nt^rorlpc 

i ■ a 

Student: Freshman $ i.qq 

Sophomore . ' 2.00 - 

- - 'Junior -- 3.00 - - - 

f 4 « Senior ' < /i.CO ' 

FrIend 2o!oO 

Sustainir.j. ^ ICO. 00 

Sponsor „, .• • 500.00 

Patron or Corporate " 1000.00 \ 

Benefactor (Life Member) 2500.*00 "(or 5 years «vj Sponsor) 

The Board of Directors, on recommendation of eh«*Executtva Committee^ 
may confer on very special occasions, an Honorary Life Membership. Mcttber-" 
ship dues amounts ma;- be changed by action of the executive board.. ' 

Membership^contributions are gifts to Transylvania University.' Fyn/ds 
/gathered by_the Friends' wiU be maintained and accounted through the usual 
university procedures. Expenditure of funds will be made by the library 
through its normal channels. Friends funds are accredited to a library • 
restricted ac^nt. Gifts of money and/or materials will be subject ' ' 
tp-iibrarygift policies. 

' Ar tlcle VIII Attrancfagnts 
Section I. : These By-Laws may be emended .at the annual meeting of 
the Friends of the TransylVania University Library by a two-thirds ,>ote % 



of the members present, providing that notice of such proposed amend- 
'Stents sh^ll have been mailed i-to all members at least ten days before 
the said meeting. ' * v 




5</ 



9 




4 



